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eZ-Audit Overview

What is eZ-Audit?

eZ-Audit is a web based paperless single point of submission for financial statements and
compliance audits. A designee from your entity simply signs on to eZ-Audit, enters summary audit
and financial data directly from your report into a web form, attaches an electronic version of the
report, and hits the submit button. Your submission through eZ-Audit will allow for more rapid and
efficient processing by the Department of Education (ED) and therefore provide you with immediate

feedback.

How does eZ-Audit work?

1.

2.

3.

4.
5.

Your entity submits its compliance audit data and summary financial data, as applicable via a
web form (follow this manual for complete instructions).

Your entity also attaches an electronic copy of audit report in a non- editable pdf format (using
Adobe Acrobat).

The eZ-Audit system automatically forwards flagged financials and/or deficient audits to FSA for
resolution.

FSA communicates with you to reach resolution.

As desired, you can periodically check eZ-Audit for the status of your report.

How does eZ-Audit Benefit You?

You will receive instant acknowledgement of receipt — no more lost reports!

You will no longer need to make any copies or send reports in the mail to ED.

Processing times will be greatly reduced, thus allowing for quicker remediation of findings.

Web forms will contain pre-populated fields.

There are no new reporting requirements — data entry will be limited to the same data already
contained in the reports.

The time spent submitting these forms should be less than 1 hour.

Status of your submissions will be accessible to you online at any time.

eZ-Audit Help Desk assistance is available at fsaezaudit@ed.gov or by calling 1-877-263-0780,
Monday — Friday, 9 a.m. —5 p.m. ET.

Who at my entity will use eZ-Audit?
« eZ-Audit Institution/Entity Administrator, selected by your entity, is responsible for:

o Registering your entity with eZ-Audit

o Providing/managing access to data entry and submission approval personnel,
as identified by your entity

o Maintaining security information regarding entity’s users as required

o eZ-Audit Data Entry Users, selected by your entity, are responsible for:

o Entering data into the eZ-Audit system
o Attaching non-editable, pdf files of financial statements and compliance audits

« eZ-Audit Submission Approvers, selected by your entity, are responsible for:

o Reviewing the submission prior to “submit”
o Approving the submission via the “submit” action

What role should my auditor play in eZ-Audit?
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You may choose to ask your auditor to serve in all roles listed above. It your auditor is not selected as a
Data Entry/Submitter User; you may request that your auditor electronically sends you your financial
statements and compliance audits in the non-editable pdf format using Adobe Acrobat. Please note that
the pdf files containing your financial statements and compliance audits will be included as attachments
to your eZ-Audit submission — all signature pages in the financial statements and compliance audits, as
well as the entity’s corrective action plan, must be scanned.

eZ-Audit Technical Requirements

eZ-Audit is a web-based application. This means you will not need to load a new application on
your computer. You will simply need to ensure that you have an Internet browser — Internet
Explorer 11.0 or higher.

NOTE If you receive an error that does not allow you to access eZ-Audit when you type in the
URL from your Internet browser, please contact your network administrator and request

that he/she do one of the following:

e Open your firewall to allow all 165.224.xxx.xxx addresses through, which would allow
your entity access to all ed.gov sites
e Conduct a lookup on ezaudit.ed.gov which will allow your entity access to eZ-Audit

eZ-Audit requires you to attach a non-editable pdf version of your annual submissions. Adobe
Acrobat must be used to create this attachment.
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eZ-Audit Rules of Behavior

eZ-Audit is a Department of Education system. Department of Education computer systems are provided for the
processing of Official U.S. Government information only. All data contained on Department of Education
computer systems is owned by the Department of Education and may be monitored, intercepted, recorded, read,
copied or captured in any manner and disclosed in any manner, by authorized personnel. THERE IS NO RIGHT
OF PRIVACY IN THIS SYSTEM. System personnel may give to law enforcement officials any potential evidence
of crime found on Department of Education computer systems. Unauthorized use of this system is a violation of
Federal law and can be punished with fines or imprisonment (P.L. 99-474). “Use of this system by any user,

authorized or unauthorized, constitutes consent to this monitoring, interception, recording, reading, copying,
and disclosure.”

You may decide to send FSA information, including personally identifying information. The information you supply
— whether through a secure Web form, a standard Web form, or by sending an electronic mail message — is
maintained by FSA for the purpose of processing your request or inquiry. Various employees of FSA may see the
information you submit in the course of their official duties. The information may also be shared by FSA with third
parties to advance the purpose for which you provide the information, including other federal or state government
agencies. For example, if you file a complaint, it may be sent to a financial Entity for action, or information may be
supplied to the Department of Justice in the event it appears that federal criminal statutes have been violated by
an entity you are reporting to FSA.

The primary use of personally identifying information will be to enable the government to contact you in the event
we have questions regarding the information you have reported. If you are concerned about how information
about you may have been used in connection with the eZ-Audit web site, or you have questions about FSA'’s
privacy policy and information practices, you should e-mail us at webmaster@fsa.ed.gov. Electronic mail is not
necessarily secure. You are advised to be cautious when sending electronic mail containing sensitive,
confidential information. As an alternative, we advise users to give consideration to using postal mail.

AUGUST 2020 5


mailto:webmaster@fsa.ed.gov

PROUD SPONSOR of
the AMERICAN MIND ™

FederalStudent Aid

Am DFFICE of the U5 DEPARTMEMT of EDUCATION

Step-by-Step Guide to Using eZ-Audit for GA Servicer

FSA

FEDERAL

STUDENMT AID

Welcome to el-Audit

WARMING:

You are accessing a U.S. Federal Government computer systern intended to be
zolely accessed by individual usars expressly authorized to access the systemn by
tha U.S. Department of Education. Usage may be monitorad, recorded, and/or
subject to audit. For sscurity purpeses and in order to ensure that the system
remains available to all expressly authorized users, the U.S. Department of
Education manitors the system to idantify unauthorizad users, Anyons using this
system expressly consents to such monitoring and recording. Unauthorized use
of this information system is prohibited and subject to criminzl and civil
penzlties. Excapt as axpressly authorized by tha U.S. Departrnant of Education,
unauthorized sttempts to access, cbtain, upload, modify, changs, and/or delets
information on this system are strictly prohibited and are subject to crimina
prosacution under 12 UL.S.C § 1030, and other zpplicable statutes, which may
result in fines and imprisonment. For purposss of this system, unauthorized
access includes, but is not limited to:

Arvy zccess by an employee or agent of a commercial entity, or other third party,
whao is not the individual user, for purposes of commercial advantage or private
financizl gain {regardless of whethar the commercial entity or third party is
providing a service to an authorized user of the system); and

Arvy zccess in furtherance of any criminzl or tortious act in viclation of the
Constitution or laws of the United States or any State.

If system monitoring revezls information indicating possible criminal activity,
such evidence may be provided o law enforcement personnel.

| Accept B Continue E :

5. Department of 1
Fules of Eleha'.ril:\l/U

The following Rules of Behavior will be displayed when you click on the link
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]
For Official, Approved Use only - The eZ-Audit system is funded by the Government to support various
programmatic efforts needed to accomplish the FSA mission. As such, these resources are to be used only for
official Government business, Users should remember that when they use the gZ-Audit system, they are acting in
their employment capacity on behalf of ED. Unless approved in writing by management, any activity outside that
employment capacity, or which could bring harm or embarrassment to EDYFSA must be avoided.

Privacy Expectations - All users are cautioned that, in general computers, networks, and information systems
are not "private.’ Users should have no expectation of privacy when using computing resources. E-mail sent via the
ef-Audit system may bear site-specific identifiers in the address (name@ed.gov). As such, regardless of
disclaimers, users employing ED/FSA e-mail are representing the site and ED/FSA and must act accordingly.

Monitoring of Computing Resources - Activities on ED/FSA systems and networks are subject to monitoring,
recording, and periodic audits to ensure that the resources are functioning properly and to protect against
unauthorized use. The System Administrator may access any user's computer system or data communications and

disclose information obtained through such auditing to appropriate third parties, e.g., law enforcement personnel.
Use of ED/FSA computing resources implies consent by the user to such monitoring, recording, and auditing.

Violations - It is critical that all users adhere to ED/FSA computer policies and accepted user principles regarding
appropriate use. Violations of these principles or policies may lead to disciplinary action, possibly including
termination of funding and/or employment. Designated administrators or other authorized personnel will evaluate
and determine the degree of violation and appropriate disciplinary action.

Manager/Administrator Responsibilities - Management personnel will lead in applying these user principles.
Managers are responsible for implementing these accepted user principles in their organization and will be
accountable for ensuring that users are aware of and acknowledge their responsibilities.

Accepted User Principles - Users' access to computing resources indicates a level of trust bestowed upon them
by their management and ultimately by ED. Users are responsible for their actions and must be aware of and
acknowledge their responsibilities.

Ar a minimum, all users are responsible for these principles:|

Ensuring that the gZ-Audit system is used only for official Government business.

Knowing who their site computer security personnel are and how they can be contacted.

Ensuring that the eZ-Audit system is used in compliance with Title I'V program participation agreements and
other applicable regulatory requirements to ensure program integrity.

Protecting the information users are processing from access by, or disclosure to, unauthorized personnel.

Immediately reporting all security incidents and potential threats and wvulnerabilities involving computing
" resources to designated computer security personnel.

Protecting authenticators, such as passwords,
Reporting any compromise or suspected compromise of a password to designated computer security personnel.
Accessing only systems, networks, data, control information, and software for which they are authorized.

Ensuring that system media and system outputs are marked according to their sensitivity and are properly
" controlled and stored.

Knowing required storage sanitizing procedures (e.qg., overwriting disks that contain sensitive data prior to
reuse).

Avoiding the introduction of malicious code into any computing resource.
Preventing physical damage to the system.
Motifying management before relocating computing resources.

Ensuring that the work area is secured at all times and not duplicated.

Following procedures for signing out sensitive application documentation when remowving these documents from
the library and ensuring that sensitive information is not remowved from the work area.

Mot removing equipment or storage media from the work area without prior written authorization from the
designated systems administrators, security officer or other authorized personnel.
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@ ~xUDIT

Welcome to the =Z-Audit

website, If you ars registered usernams | |
te use this site, pleass enter peszword: ] ]
your username and password

to login. If you are not a
registersed user please refer to
the registration
instructions . If you have
fargarten your pa:
please click the fargor
password link, If you have
forgotten your usernams
please contact your Institution
Administrator or the aZ-Audit
Help Desk for support at
[B77)263-0780.

—LROIN

Forgot Password?

eZ-Audit Update: Common
Submission Errors

Frequently Asked
Questions

eZ-Audit Step-by-Step
Guidas

Steps to Creating an eZ-
Audit Submission

Creating_a PDF

Emzil eZ-Audit Help Deszk at
fsaerauditEed.gov

Maintenance - The eZ-Audit
site may not be available
during the hours frem Sam-
1lam EST every Sunday for
routing maintenance.

#*Disclaimer® - Thiz itz u
session cockies, If your
browser does not allow
cookies, or you do not have
cookies enabled, you will not
be able to access this site.
The cookie will not be stored
on your machine after you
clase your browser.

Information Collected from You:
You may decide ta send FSA informatien, including personally identifying infarmation. The information you
supply - whether through 2 s=cure Web form, a standard W rm, or by sending an electronic mail
message - is maintzined by FSA for the purpose of processing your request oringuiry. FS& alzo uzes the
information you supply in ather ways to further FSA's mission of maintaining stability and public confidence
in the nation's banking system. Various employees of FSA may see the infarmation you submit in the course
of their official duties, The information may alse be shared by FSA with third parties to advance the purpose
for which you provide the infermation, including other federal or state government agencies. For example, if
vyou file a complaint, it may be sent te 2 financial institution for action, or infermation may be supplied to the
Department of Justice in the svent it appears that federal criminal statutes have been viclated by 2n entity
you are reporting to FSA. The primary use of personally identifying information will be to enable the
government to contact you in the event we have guestions regarding the information you have reported, I
you are concerned about how information about you may have been used in connection with this web site,
or you have questions abour the FSA's privacy policy and infarmation practices you should e-mail us at
webmaster@fsa.ed.gov. Elzctronic mail is not necessarily securs. You are advised to be cauticus when
sending electrenic mail coNEm == nfidential information. As an alternative, we advise users to
give consideration to using postal mail. "

Paperwork Burden Statement:
According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of
information unless such collection displays a valid OMB contral number, The valid OMB control number for
this information cellection is 1845-0072. Public reporting burden for this collection of information is
estimatad to average 25 minutes per response, including time for reviewing instructiens, searching existing
data sources, gathering and maintaining the data nesded, and completing and reviewing the collection of
information. The obligation to respond to this collection is required to obtain or retain 2 benefit (34 CFR
558.23; £68.26(b), 34 CFR 500.20(=)or(b); 500.20(z)). If you have comments or concerns regarding
the status of your individual submission of this form, please contact U.5. Department of Education,
Federal Student Aid, 830 First Street M.E. Washington, D.C. 20002/Ti Bakern

OMEB Clearance Number 1843-0072
Expiration Date 07/31/2022
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1. Rules of Behavior to view the detail rules
2. Accept & Continue
3. webmaster@fsa.ed.gov

NOTE All eZ-Audit users are required to carefully read the eZ-Audit Rules of Behavior document that
can be accessed via the web at https://ezaudit.ed.gov.

Questions/Concerns

eZ-Audit will continue to post updates and critical information to the eZ-Audit website and IFAP at
https://ifap.ed.gov.
Contact the eZ-Audit help desk at fsaezaudit@ed.gov or by calling 1-877-263-0780.
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eZ-Audit Registration

All entities must submit a registration request letter to the Department of Education to gain access to eZ-Audit.
Please see the Registration Instructions on eZ-Audit Welcome Page.

How will | receive my registration confirmation and eZ-Audit Entity Administrator user ID and password?
Your registration confirmation, user ID and temporary password will be sent to the email address provided
in the registration request letter submitted to FSA.

You will receive two registration confirmation emails. The first email from eZ-Audit will include your user
name and instructions for accessing the eZ-Audit website. For security purposes, your temporary
password will be delivered in a second email from eZ-Audit.

Once | have sent in my Registration Request letter and have received my registration confirmation
emails, when and how do | begin using eZ-Audit?

To access eZ-Audit simply type in the URL, www.ezaudit.ed.gov in your internet browser, and when the
eZ- Audit login screen appears, enter the user name and temporary password you received through email
from eZ- Audit.

Please be sure to log on to the eZ-Audit system immediately, in order to change your temporary
password and ensure your access to the site is secure.

What if | need to change my Institution/Entity Administrator?

To change your Institution/Entity Administrator a new registration letter, following registration instructions,
must be submitted. The new Entity Administrator will receive a username and password once processed,
usually within 72 hours of receipt.

AUGUST 2020 10
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| Administrative Tasks/Security

Login
After typing in the URL https://ezaudit.ed.gov in your Internet browser, the “Welcome to eZ-Audit” screen
below should appear:

E E» F B_A L Fam w '
TUDLENT Al

Welcome Lo af -Audit ‘/.
Welcomse [o The eX-&udil ' m

wabaibe. IF = ane regialered b
wee Thip site. plesse o ler your
umsrname and passweedd Do legee
If you are mat 8 regiziered veer
ple=ze refer Lo the pepistratien
inabruckiaas - [T you Fuvs
forgoilen yowr passvord. ples
el Hhe langst passeessd Gk IT
vou heve forgoites your
uSername plesse centast poue
Imebitubior Sdrmirgirstisr o The
=Z- AUl Felp Desic Ter susssrt
L (BT 72830750

SEOrRama

BasEsord

aZ=fudit Updake: Common
5 i

Steps ko Craatireg an &2 Lwdil
Submirsign

Crepting g POE
Ermpid @~ Syl Help Desic ot
Isacraudibfed. oow

Maimtensnoe - The =Z-Sudil
rite may rot be aveilable Surieg
The Powrs from Sam-118m E5T
EvEry Sondasy Pee feutis
mairierssoe

= Dinclaimer= - Trog siw vses
segsipm Doenicges. [T yeur Drowser
fzms mot allzw sookows. oropoe ST
nof Fanes Doedicees emsbied, you
will B8 be akbls 1= ascsss this
silm. The cookie will nof e
sfzred o= yews mashinre after y=u
siese your Srawmeer,

Infermation Colleckhed from Yool

Wow may decde o pend FRA nformation. induding persanally idetifpeng information. The informeticon you
SUBElY - WPEINEs NASLgh & SSIuE WWSD T, 8 slssdsnd WWED fEem, S0 Ly sSnding an simstesss mail
mereErse - g mpintemed Iy F&4 For the purpoes = preoesssng youor request or inguiry, FRA4 plpo vepes Che
infermaben you Supphy in olfer ways 2 Furtner FSA's measen of maelsirieg stability and publes confisenos
in the satisn's hanking system. VWearisws smplsyess = F5&4 may ses the mformadicn you sulmil in the SSwrse
of IFemr officesl dulies. The information may aiso B sfared By PS4 wll® Fend r.a-'r_--: Iz sdwvano= he purpos=
f=e wmhich you pravide e infermalinn, ety sther federal = skabe 5= - SyEF - Fiae e, il
you file a comglert. i may Be sent io o feancal imstilction for astion, or Ir'farrﬂllilam may Be rupplied s
the Deparirrent stice in e event il apprescs Ehall federal sriminal staftes hase Deen vielafed By o

mLity you arw mparting o FRA. The primary ues of perporylly identifying mformaticn will e Lo ergitiy Uhe
government o conkael you in tThe evenl wee Pane questiors reganding e rrmalicn you have reperted. 17
¥ou arw sonzareed abool how informabtion afout you may Feve Seen ceed - sonreslicn wilh iz woed o,
or yow hiave guestiors aboul The FSA's privacy poldicy and nformation prachioss you shoukd =-rresl us ot
mabrnasteilss sl sov Bestrorss mail = Ast cecessarly sesure. Youw afe advised = be caulisus wihes
semding slechronc mail conlsming sersilive. configertal snformaTon. & an sifermalive, we stcae users To
Sive conasderstion s csing peosieal madl. =

Faperwork Burden Skatement:
Am=sefimg Es the Papermescde Bedostizs Szt =f 1555, == perzses ars semuiced = smzpssd b m s=lleshizs =T
informalcn uriess Boc oolleclion Jisplays & leE SHE control memnber. Tre valid OME contrad number for
his informalion ceellecthsn s 1545-0072. Public reparieng Borden foe Chis oollectes of infoemialion is
malimaned o mvery IS minuies per rescoree. ingiyding Cime for meviewing irgiructions. searching exisling
Aats IouPDES, SADNERND SR MANCEknG The dala Fesosd, and sompleting 8 FEViEwIng The esllestion o
informaticn, The chiigebice T resEend b i cellwction is reguired o gbiein or releic o Beoefit (34 CPRL
588 2% A48 26(E),. 32 CFR &00. 2 [B): SO0 2010, IF you have comments or conoErns n:-anl-n-p
tha stakbus of your indivedasl tul:hr-'ﬂuhri-bfi:hlt Form, pleaass conbect .5, Departmert of Educatesn.
Federsl Student A, 830 Ferst Street N.E. Washiegios, D.C. 20002T Baker.

OMEB Clearance Mumbser 15450072
Expiration Daks 07/3172022

™ Fl
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1. Enter the username provided to you by email during the registration process.
2. Enter in your password or your temporary password if this is your first time using this site.
3. Single click the LOGIN button-this will take you to your entity’s homepage.

NOTE Your user name will be the first letter of your first name, the first five letters of your last name
and 2 numeric characters. Your username and password are case sensitive. If you are locked

out after 3 unsuccessful attempts at login you must wait 30 minutes then try again.

**f you have an existing user logging in for the first time, you will be presented with the
challenge questions and answers page where you will select the questions and answer them

accordingly.

New User Login

If you are a new eZ-Audit user and have successfully logged into eZ-Audit for the first time, you will be
presented with the following screen after the Password Reset Functionality has been implemented:

In order to use our autornated password reset, you are required to select
two (2} challenge gquestions and provide the answers to each. Please note
that the answers are case sensitive and will not be visible as you type
them.

Wwhen yvou have finished your selections, click the Submit button to go to
vour Home Page. If you wish to view or modify your Challenge
Questions/answers please go to the My Profile page,

:—Seled— vi o
E—Seled— v| | o

There are two sets of challenge questions to choose and answer accordingly.

1. Select a challenge question from the first drop down list. You will have the following selection:
Challenge Question List 1:

e What month is your mother born?

e What is your father’'s middle name?

¢ In what city was your mother born?
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¢  Which hospital where you born in?
e Who is your favorite author?

Type your answer to the question you have selected.

Select a challenge question from the first drop down list. You will have the following selection:
Challenge Question List 2:

What is your favorite color?

What is your favorite flower?

What is your child’s middle name?

Who is your favorite athlete?

What is your favorite movie?

wn

Type your answer to the question you have selected.
Click on the SUBMIT button. This will take you to the Update My Profile page where you will type
in your new password.

:|NOTE All answers are case sensitive. You will not be able to view the answers as you type them in.
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Update My Profile Page

After you successfully login by clicking on the Submit button from the Challenge Questions page the following screen will
appear on the screen. Enter your new password:

JS
FEDERAL
STUDENT AID

7N CERTNT ORMATIO
Please take a few moments to review the information we currently
have on file and update any incorrect or outdated information.

If wou wish to change a user's email address, please key in the same email
address in the Email Adress and Re-Type Email Address fields, If no change is
rmade to the email address, the ermail address password will not change,

First Mame: |p |

Last Name: |fi>-<

|
Email Address: |Prod@fix.com |
|

Re-Type Email Address: |

Office Phone: 1234567890 | ext. | |

Fax: |7|

_r HAN PA WOR

You will need to change your password from the temporary
password that was assigned to you. The password must be dissimilar
from the temporary password.

The password must be 8 - 15 characters in length and must include at least 3

of the following types of characters: uppercase letters(A-2), lowercase letters
{a-z), numeral values(0-9) and special characters(=,>,7,%, etc.).

New Password: |
Re-type Mew Password: |

1. Type in your new password
2. Re-type in your new password.
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B JCHALLENGE QUESTTONS

Choose from the following_ drop down menu.

| In which month was your mother born? v | |
[What is your child’s middie name? v | | |

SAVE ) uaPESET )

1. Click the SAVE button to ensure all changes are successfully captured by the system. Please note by
selecting the save button you are also accepting the Rules of Behavior.
2. Click the RESET button to cancel entries and begin again.
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Forgot Password

If you forget your password, click on the “Forgot Password?” link from the login page.

e =
FS A 2

FEDEPRAL
STUDENT AID

Welcome to eZ-Audit

Welcome to the eZ-Audit " —— S0 a1

wehbsite, If you are registered to » , e R |
use this site, please enter your erree——

username and password to login. | o password > |

If you are not a registered user
please refer to the registration
instructions . If you have |-

forgotten your password, please ._
click the forgot password link. If | . Pt e e " Forgot Password?
you hawve forgotten your | . —

username please contact your
Institution administratar ar the
eZ-2udit Help Desk for support at -
(BF7F1263-0780. | —

eZ-aAudit Update: Common
Submission Errors -

Frequently Asked Questions

Steps to Creating an eZ-Audit
Submission

Creating a PDFE

Email eZ-Audit Help Desk at
fsaezaudit@ed.gov

Maintenance - The eZ-audit site
may not be available during the

hours from Sam-11am EST every
Sunday for routine maintenance.

By clicking on “Forgot Password?” link, the Password Reset page should appear requesting your user
information:
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FEDERAL
STUDENT AID

PASSWORD RESET

r@ () RINFORMATIO
@——} |:| Check here if you are an institution user
Username: | | 4—@

@“’Dp;ﬂgj —teste—("s5 ) | @

U. 5. Departrnent of Education

Click on the check box to indicate that you are an Entity user.

Enter your username.

Enter the OPEID of your Entity.

Click the SUBMIT button. This will take to the Password Reset page with the challenge questions.
Click the RESET button to cancel current entries and begin again.

arwONE
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Challenge Questions

After eZ-Audit validates your username, the questions you initially chose will appear:

= =
FS A =2 /XUDIT

FEDERAL
STUDENT AID

PASSWORD RESET .

B S ER NTORMATIO
Flease answer the follawing questions to successfully reset your
password,

What month was your mother | |
born in?:
What is your favorite color?: | |4—@

O cumi ()

U, 5, Departrnent of Education
Please type your answer to the first question.
Please type your answer to the second question.
Click the SUBMIT button. This will take you to a page that informs you a temporary password has been sent
to your email.
4. Click the RESET button to cancel current entries and begin again.

NOTE The answers are case sensitive.

whE
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Logout

If you clicked on the LOGIN button, this will bring you to your Entity’s homepage. The screen below should appear with your
entity’s name: For Login information click Login.

FSA

FEDERAL
STUDENT ALD

Home Page

B JCREL A L w Entity Mame: University of ¥¥Z
« DPEID: E0000001
Ll ! Annual
MiSEian
J‘ﬁ“ H L . ]
_mllllﬂﬁﬂ__
* Change Fiscal Year End Date * Your Fiscal Year End 04/30/2020 Annual
N : il 1SS L '3 rlﬁ'jzr.
mﬂm SEE S#brr SSIon |.-|r dUE en 13152 -
Submission @.or ReaJes * ¥Your FYE 02/28/2019 Annual Submission
. submitted on 04/10/2020 16:44:48 has been
® Create Closesut Audit Submission reviewed and is complete,
& . Comphance Audit: The comphance audit contams
Create Stub Audit Submission :
5 Mugeen findings. Click here to visw the Final Audit
» q [in] | 1nfi } rrninati .
* ¥our Change in FY End Submussion submitted on
~YEW HISTORCAL ARMISICHY, 04/08/2020 09:34:16 has been approved.
* Your Change in FY End Submission submitted on
/042020 06:49:09 has bean approved.
ADMINISTRATION
* Update My User Profile
® View Institution Profile
OTHER LINKS
* Dept, of Education
* Schools Portal

1. To logout of the eZ-Audit system, click on the LOGOUT button at the top of this page. The screen
shown on the next page should appear if you have successfully logged out of the system.
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R o
FS A 2 /XUDIT
FEDER A -

E B E
TUD

L
ENT AID

eZ-Audit Logout

Thank you for using eZ-Audit, you have been logged out.

Click here to log back irrﬂ—@

2. To log back into the eZ-Audit system click on the underlined link above and repeat the
LOGIN step.

NOTE Your eZ-Audit session will automatically expire after 30 minutes of inactivity. If you have not
saved your work when the session expires, data will be lost.
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My Profile

To update your profile (i.e. username, email address, phone number, password, etc.), repeat the LOGIN
step. This will take you to your Entity’s eZ-Audit homepage. The screen below should appear with your
Entity’s name:

1. Click on the underlined text “Update My User profile” located on the lower left-hand side of
the screen. This will take you to the Update My Profile page shown on the next page.

NOTE J This page is used to update your user profile information such as name, email address,
phone, password, etc.

FEDERA L
STUDENT AID

Home Page
IMMWHM}L_ » Entity Mame: ABC University
= DPEID: 12345678

* Create FYE 04 ! Annual
J@ai AL L — .
B o ) ———

* Change Fiscal Year End Date * Your Fiscal Year End 04/30/2020 Annual
* Create Exemption Request Submission is due on 1/31/2021.
Submission * Youwr FYE 02/28/2019 Annual Submission
) submitted on 04/10/2020 16:44:48 has been
"L I ut Audi 155100 reviewed and is complete,
. Cr A ieaton Compliance Audit: The compliance audit contains
findings. Cligk herg to view the Fingl Audit
- it Addit | Inf 1on H;;Errmnnzign Letter.
* Your Change in FY End Submission submutted on
ML ST O p AL SUBMIESION S ./ 04/08/2020 09:34:16 has been approved,

® Your Change in FY End Submission submitted on
04/04/2020 06:49:09 has been approved.

ADMINISTRATION

* Update My User Profils 4-’0
* View [nstitution Profile

OTHER LINKS

* Dept. of Education
 Schools Portal

AUGUST 2020 21



PROUD SPONSOR of
the AMERICAN MIND™

FederalStudent Aid

A DFFICE of the U.5. DEPARTMENT of EDUCATION

Step-by-Step Guide to Using eZ-Audit for GA Servicer

If you clicked on the underlined text “Update My User profile” on your Entity’s homepage, the screen below
should appear:

FSA

FEDERAL
STUDENT AID

1L MANAGE USERS

Update My Profile

(Fass e BEMATION
Please take a few moments to review the information we currently
have on file and update any incorrect or outdated information.

If you wish to change a user's email address, please key in the same email
address in the Email Adress and Re-Type Email address fields, If no change is
rmade to the email address, the ermail address password will not change.,

First Name: IInstitutiDn

Last Name: |User1

Email Address: |user1@n0npr0.edu

Re-Type Email Address: |

Office Phone: [202-123-4567 Ext. |

Fa:-::l
B iy TT..P.

If you wish to change your password, please key in your old and new password in
the spaces provided below. If no information is entered, your password will not
change.

Password must be 12 to 40 characters in length and must contain each of the following
types of characters:

— English uppercase letters (4-F).

— English lowercase letters (z-z).

— Westernized Arabic numerals (0-3).

— Mon-alphanumenc special characters such as |,@,#,.%,%,™~* and ..

Password cannot contain a space(s).

The password must be different from vour previgus twenty-four passwords.
Important: Do not use your user ID, name, or this system name.

0ld Password:

New Password:

Re-type New Password:
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Take a moment to review the information on this screen for accuracy. If changes need to be made,

NOTE update the information as necessary and enter any missing information. Remember to SAVE your
changes.

Change Challenge Questions

To change your challenge questions, repeat the My Profile step, taking you to the Update My Profile page. The
screen shown below appears at the bottom of that page:

B /TCH AT ENGE QUESTIONS

Choose from the following drop down menu.

IWhatmDnth was your mother born in® Vi ! e
|Whatisyuurfavurite color? \:I | o

SAYE. ) RESET..)

Select a question from the first dropdown list.

Select a question from the second drop down list.

Enter your answer to the first question you have selected.

Enter your answer to the second question you have selected.

Click the SAVE button to ensure all changes are successfully captured by the system.
Click the RESET button to cancel current entries and begin again.

NOTE All answers are case sensitive. You will not be able to view the answers as you type them in.

ouk~wpnpE
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Change Password

To change your password, repeat the My Profile step. This will take you to the Update My Profile page. The
screen shown below should appear at the midsection of that page:

(i G e ——

If you wish to change your password, please key in your old and new password in
the spaces provided below. If no information is entered, your password will not
change.

Password must be 12 to 40 characters in length and must contain each of the following
types of characters:

= English uppercase letters (A-Z).

— English lowercase letters (a-z).

— Westernized Arabic numerals (0-9).

= MNon-alphanumenc special characters such as | @&,£,%.%,.".* and

Password cannot contain a space(s).
The password must be different from your previous twenty-four passwords.
Important: Do not use your user ID, name, or this system name.

Old Password:

New Password: ‘/o
Re-type New Password: ﬂ\o

B TCHATTENGE QUESTTO NS
Choose from the following_drop down menu.

In which month was your mother born? v |
What is your favorite color? v

Type your old or temporary password.

Type your new password.

Retype your new password.

Click the SAVE button to ensure all changes are successfully captured by the system.
Click the RESET button to cancel current entries and begin again.

arwNE

NOTE The password must be 12-40 characters in length and must contain each of the following:
Uppercase, lowercase letters, numeric values and special Characters (such as! @, #, $, &, *, ")

values. Clicking the SAVE button ensures all information has been saved by the system. Please
note that the system will automatically prompt vou to change vour password every 90 days.
Follow the same process described above to make this change. If you require additional help,
contact the eZ-Audit Help desk at fsaezaudit@ed.gov or by calling 1-877-263-0780.
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Navigation

To move from field to field in the eZ-Audit system, simply press the Tab button on your computer. This takes you
from one field to the next.

1. To go back to a previous screen or action, simply click on the back or forward button.
2. To move across forms or sections in the system, click the underlined text of interest.

¢&_—> C @ testezaudit.ed.gov/EZWebApp/institutionHome.do

=

FEDERAL
STUDENT AID

Home Page

» Entity Name: ABC University
“OPEID: 12345678

LA ——

® Your Fiscal Year End 04/30/2020 Annual
Submussion 15 due on 1/31/2021.

® Your FYE 02/28/2019 Annual Submission
submatted on 04/10/2020 16:44:48 has been

. Lr 1 gt Agdit S : reviewed and & complete.

Comphance Audit: The compliance audit contans

. A
. : findings. Click here to vigw the Fingl Audit
* Submat Addibiondl oformat Determngtion Letter,
* Your Change in FY End Submission submitted on
LEWIISTORCA SO EIONS,, 04/08/2020 09:34:16 has been approved.
* Your Change in FY End Submission submitted on
04/04/2020 06:49:09 has been spproved.
ADMINISTRATION
* Undate My User Profile
* View Instiution Profile
OTHER LINKS
* Dect. of Education
* Schools Portal
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Data Edits

Edit checks will be automatically performed on each page when you click on any of the transaction buttons such as
the “SAVE or SAVE and PROCEED?” buttons. If any invalid data entries are detected, the page will redisplay with
error message(s) at the top indicating the field that needs to be corrected and the correction to be made. To
continue, make the changes indicated by the message(s) displayed and click the “SAVE or SAVE and PROCEED”
buttons. This will allow for the submission process to continue. The system will not allow you to submit to the
Department of Education without correcting the errors. See sample screens below:

FSA

STUREMNT ALD

- SO b L e B

| ——— A Annual SUDMISS
0 Comphgnce fudit Entity Name: ABC University
1] mw GPE!E'I‘_: 123456878
EIrofis)
: o « Freld 2 Review Auditor Information - Is this information comrect” i3 requared
k! and cannot be left blank

« Freld: 3. Was the Student Federal Famuly Education Loan Program™ i3
requited and cannot be left blank

« Fiald: 4. Does this Compliance audit contain any findings related to the
Federal Famulv Fducation Loan Program (FFELP)Y? 14 required and cannot be
left blank

= Freld: 5 Opimion Tvpe is required and cannot be left blank

S EDERAL 4
ITUDENT AID

Enity Name: ABC University
| OPEID: 12345678

0 comalance Audd Error(s)
B Comelgtensss Chechisag = You have pot corrected errors on the Compliance Andu Informancs. Checkliat Upload Atachments page(s
B Ugiosd Amtachments Please go back and correct all errors priod 10 submimng 10 the Depanment of Education

0 zubmidt
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Manage Users

Types of Users and Responsibilities

1. The eZ-Audit Entity Administrator, selected by your Entity, is responsible for:
0 Registering your Entity with eZ-Audit
o Providing/managing access to data entry and submission approval personnel, as identified
by your Entity
0 Maintaining security information regarding Entity’s users as required
2. The eZ-Audit Data Entry Users, selected by your Entity at registration are responsible for:
o Entering data into the eZ-Audit system
0 Attaching non-editable, pdf files of audited financial statements and compliance audits
3. The eZ-Audit Submission Approvers, selected by your Entity, are responsible for:
0 Reviewing the submission prior to “submit”
0 Approving the submission via the “submit” action
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Entity Administrator Homepage

To log into the eZ-Audit system as your Entity’s administrator, repeat the LOGIN step. The screen below should
appear once your administrator’s username and password has been entered and verified by the system.
This screen below is different between persons having administrator or user’s rights:

FSA o
FEDEtRAL @ AUBILNOI i L HAAGE IS L AOGON L

-

STUDINT AILD
Home Pagi b

B CRERTEANN U ATSS TR ATS STORS . » Entity Namei ABC University

= OPEID: 12345878
=Lr FY 2/ f - | -
Submozzion

* Changs Fiscal Yaar * Your Fiscal Year End 04/30/2020 Annual
* Create Exemption Reauest Submussion is due on 1/31/2021
Syubmigsian ® Your FYE 02/28/2019 Arnual Submussion
submutted on 04/10/2020 16:44:48 has been
* 5 1 gt Apdit S, 1. reviewed and & complete
" Cr A L. Compliance Audit: The comphance audt contans
findings. Click herg 1o view the Fing! Audit
- { i1 | Inf Determunation Letter.
® Your Change n FY End Submission submitted on
IRV ST O A HBMISTIONS,, 04/08/2020 09:34:16 has been approved
* Your Change in FY End Submission submitted on
== 04/04/2020 06:49:09 has been approved
ADMINISTRATION

OTHER LINKS

* Dent. of Education
* Schools Portpl

1. The MANAGE USERS button should be displayed if you have administrator’s rights to this system. Click
on it to perform any of the manage users’ tasks such as adding or deleting a user. The screen on the next
page should appear.

2. This should read the name of your Entity and OPEID number. Confirm that this is correct.

AUGUST 2020 28



PROUD SPONSOR of
the AMERICAN MIND ™

FederalStudent Aid

Am DFFICE of the U5 DEPARTMEMT of EDUCATION

Step-by-Step Guide to Using eZ-Audit for GA Servicer

Creating/Deleting Data Entry/Submitter Users

If you clicked on the “Manage Users” button, the screen below should appear:

FSA

FEDERAL

STUDENT AID

i P | g ri
el l 1 4 c

Entity Nasmao OPEID:

L

mith01,_Jon [smith01

A00LSER,

1. Click on the DELETE USER button to delete a user from the system.
2. Click on the “ADD USER?” button to add a user to the system.
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FSA

FEDERAL
STUDENT AID

Add User

B JUSERTINF OR 0

Fields danoted by an asterick (=) are required,

First Name: - i |

Last Name: - |

OPEID: 75000100

Email Address: - l |

Re-Type Email Address: - i | -_:._e

Office Phone: - [ Bxt. |
Fax: !
Note: OPEID reguired for Inztitutional Users. Case Team reguired for Audit Specialst,
b o iy = et
Case Appreval, Case Assignement, Case Team Sdministrater. and financial Analyst

Data Entry
I Submitter

3. Complete all required fields providing the name and contact information for the “New User”.

4. Do not forget to specify the New User’s role(s) (see “Manage Users” for role definition).

5. Remember to click on the “ADD USER” button to save all entries. NOTE: If you are adding “submitter” or
“data entry” as a user role and the user is currently logged in, they must logout and login  again for the roles
to take effect.

One person can have all three-user roles. When the Institution/Entity Administrator adds
NOTE a new user, the user will receive an email with their username and an email with a

temporary password.
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| Entity Profile Page/Status

Entity Profile
Entity’s should confirm that the information is correct.

FSA

FEDERAL
STUDENT ALD

HAamae Vaop
| . I . <\ @
- : : . . w Entity Name: ABC University

OPEID: 12345678

* Craa® Y 0 Ann

Submiggign

1. To view the Entity Profile, click on the Entity Name:

The Entity Profile can be viewed from Home page and any submission page when clicked on
NOTE Entity Name.

See below the sample of what an Entity’s profile page should look like.
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FEDERAIL

STUDENT AID

*aAudt Mome  +Entty Profle
t f D 1
w ABC Usiversity OPEID: 12345678
The information on this page & read-only.

Entity Name: ABC University

Type of Entity: GA Servicer
Addeess: P O BOX 1860
Addresa:
City: GADSDEN
State: AL
Zip/Postal Code: 359550000
Phone Number: 2055438220
Fax Number:
TIN: 630012520
DUNS Number:
Fiscal Year End: 04/30/2019
President:
President Ermail:
Financial Aid Adman:
FAA Email:
Primary Accreditation Org.:
Other Accreditation Org.:

The following fields President, President Email, Financial Aid Admin, FAA Email, Primary

NOTE Accreditation Org, Other Accreditation Org are listed in error and will remain blank until removed
from the page. Please contact eZ-Audit Help Desk Assistance at fsaezaudit@ed.gov or by
calling 1-877-263-0780, Monday — Friday, 9 a.m. —5 p.m. ET.
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Historical Submissions

This page provides a history of the entity’s past transactions as available in the eZ-Audit system. You may view prior
submissions at any time. Please note that you will have “read” only access to these historical submissions.

A Change in FYE submission listed was created by FSA to ensure the appropriate FYE
NOTE Annual Link was provided upon login.
-
FEDERA.L

TATUDENT ALD

L’ »
View Historical Submissions

* ABC University OPEID: 12345678
Fizscal Year End Submission Type Submission Date Institution Type
HfA Change in Fiscal Year End 05/08/2020 Lender
0 04/30/2019  Annyal 05/21/2020 Lender
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| Annual Submissions

Compliance Audit Information

To complete your Entity’s annual submission, complete the LOGIN step. This will take you to your Entity’s
eZ-Audit homepage. On the upper left hand side of the page, you will see a section “Create Annual
Submissions”. Click on the underlined text “Create FYE Annual Submission”, and the screen in the next
page should appear

with your Entity’s name:

NOTE If you are login in for the first time you will not see the see the Create FYE XX/XX/XXXX

Annual Submission, you need to complete the Change Fiscal Year End Date request first.
Once it is approved you will see the link for the Annual Submission.
¥ E D l R A L

.'-rl.llﬂl NTAID

3 Compliance Audi w Enity Name: ABC University

3 Cormcleteness Chechlips OPEID: 12345678 k..
0 yeload Attachments
1 Submeis all fields are reguined

1. Indicate the Pericd Avdited (rmer/dd/ yyyv ) ’
Begin Date: &01/2018
End Date: 05/31/2020 "o

2. Review Auditor Information: q

Records Indicate your Current Auditos Ts: 1234 FEERERER]
YES NO
Is this information correct 7: '_o
Enter Audvtor's TIMN —_—

{ Opticnal):
Auditor s Marme-:
Anrditor Firm Marme-:
Address 1-:

Address 2 (Optsonal):
ar — @

State [Optional):
Coumntry=: Sedect 8 Country b

Phene &=

Fax @ {Opticnal):
Emaal Addresss:

3. Does this Compliance auwdit contain any findings related to the Federal
Family Education Loan Program (FFELP)?

YES MO

@ <X -

b ANl b AL AV ARD EROCLLD,
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apwdE

o

10.

Confirm the information displayed is correct.

Begin date is the beginning of the audit period.

End date is the end of the audit period.

This is the auditor on file with the Department of Education.

If the auditor’s information is correct, no action is required. If incorrect or this is a new
auditor, please select NO, and update with current information.

Please fill up all the mandatory fields. When Country is “United States” then TIN and State
are required fields.

Does this Compliance audit contain any findings related to the Federal Family Education
Loan Program (FEELP)?

IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries since the
last time you saved your work.

Click the SAVE button to ensure all entries are successfully stored by the system for this
page.

Click the SAVE and PROCEED button to go to the Annual Submission-GA Annual
Submission Completeness Checklist page. This is the next stage in the submission
process.
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Annual Submission Completeness Checklist

If you successfully entered or saved the information inputted on the Compliance Audit Information page
by clicking on the SAVE AND PROCEED button, the screen below should appear. This page can also
be reached by repeating the LOGIN step. This will take you to your entity’s eZ-Audit homepage. On the
upper left hand side of the page, you will see a section “Create Annual Submissions”. Click on the
underlined text “Create_FYE xx/xx/xxxx Annual Submission”, and then click on the underlined text
“Completeness Checklist”. The screen below should appear:

e A Annual Submissior
0 Sompliagncs Audit " Entity Hame: ABC Uni i
W
B gormplstenass Checklist " OPEID: 12345678
0 Ugload attachments i
a9 sybma AR fiadds pre mreguired.
1. Are the following tems, if applicable, incloded in the attachment of your Compliance
Audit?

—_—

- Sarvicer Information Sheet

= Auditor Imformation Sheat

- Summary Schedule &

= Summary Scheduls B

= Summary Schedule C

- Cosrective Action Plan

= Schedule of Findings B Quest d Costs

= Schedule addrassing prior year findings

- Explanation of All Current Year Audit Findings

Does the Independent Auditor’s Report make reference to the examination of reguired
management assertions?

- Tnestitultional Eligibility B Participation

- Reporting

. Studant Eligibulity

= Dasbursemeents

- RefundsReturn of Title I

- GAPS & Cash Manageemsent

= Parkins Loan

= Adminisirative Capability

= Uplsaded doousment{s) must be in English

- Do not include Personally Tdentifiable Informarion (PIX)

2. Contact Information / Additional Notes
Plaans 8t ul Bhdhr with 00 OB with Quessians fegardng this suber
President,) DED Contact

a1

Phiores

Flemn and CPA Contact
Firre M=

Aiadibar Name=

Phiong-:

Enter shy sdditionsl nobes
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1. Confirm that the information displayed is correct.
2. Ensure all applicable documents are included with your audit report submission
3. Provide contact information (name, email, phone) President/CEO Contact and Firm & CPA

Contact (FIRM Name, Auditor Name, Email, Phone) for who should be contacted regarding
the submission and/or additional notes as necessary.

e Please feel free to attach any additional document(s). If you do attach these additional
documents, please write a note in this field advising that you have attached additional
information not required in this process.

4. IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries since the
last time you saved your work.
Click the SAVE button to save all entries currently on screen.
Click the SAVE and PROCEED button to save all entries and to take you to the Upload

Attachment page.
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Annual Submission Upload Attachments

If you successfully entered or saved the information inputted on the Completeness Checklist page by
clicking on the SAVE and PROCEED button, the screen below should appear. This page can also be
reached by repeating the LOGIN step. This will take you to your entity’s eZ-Audit homepage. On the

upper left hand side of the page, you will see a section “Create Annual Submissions”. Click on the
underlined text “Create FYE xx/xx/xxxx Annual

Submission”, and then click on the underlined text “Upload Attachments”. The screen below should appear:

FSA

FEDERAL
STUDENT AID

i ¥ En{ih‘r Mamea: ABC University
B e
. ; « DPEID: 1234567
il Compliance Audit < o

@ AUDITHOME, o L HELP | MANAGE USERS | [ LDGOUT,

B Complateness Chacklist

H Upload Attachments As part of your Annual Submission, you must include an electronic copy of your complete audited

4] Submit compliance audit and comective action plan {if applicable). Please use the fields below to upload the
files that you wish to submit to the Department of Education. For sach file you upload. use the

chedibonces to indicate what is contained in the file. Please note, all files must be in .pdf format.
U:-SEE‘ Lmes may vary cepend r-; on Connecton Eﬁf‘E:E. DUT upsoad TImes g"ea‘.er‘.ha' 1 minute Is
commen - please wait for page to refrash before continuing.

Uploaded docurnent(s) must be in English,

Do not include Fersonally Identifiable Information 9

File: Choose File | No file chosen

Compliance Audit:
Corrective Action Plan:

LANCEL.)  SME_)

1. Confirm the information displayed is correct.
2. Click on the Choose File button to search for document(s) to be attached. Then follow
instructions on the next page on searching and attaching document(s).
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Organize MNew folder S i | 9

Mame
o Cuick access
: Documents < A long time ago (2)

& Downloads @ Delinquent Letter- (1)

= Pictures  Waiver Exemption Request (1)

FSA - eZ-Audit + * Today (5)
) o . inf . a. Select Comect folder or directory
Development . Servlcerl in arr‘r.utlan io locate the file.
2019 Release 6.0 Weekly Status Report # =@ COfrective Action Plan - Sample
m Compliance Audit - Sample
- G\ *

mm Servicer Information

BN Desktop E eZ-Audit Worksheet

Domestic Schools - Draft
FIOS - Updated

Foreign Schools - Draft
@ OneDrive - Collabralink

@& OneDrive - Personal

b. Ensure the comect file

. - i c. Click on the Open
“a This PC name is displayesd

button to attach the file.

W MNetwork

~| | Al Files ~

File narme: ||

3. Check all appropriate documents attached are in English and do not contain any Personally Identified
Information (PIl). To view what is included in PII please hover the mouse over the word PII.

(Please note: When uploading another document, please deselect the previous upload type and then
reselect the document type.)
4. After the document has been attached and the file type identified by checking the box, click the “ADD”

button to ensure that the document has been successfully attached to your compliance audit submission.

IMPORTANT WARNING: Click the CANCEL button to erase all entries.
Click the SAVE button to save all entries currently on screen.

Click the SAVE and PROCEED button to take you to the Lender-Annual-Submission-submitpage.

oo
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Annual Submission-Submit

If you successfully entered, saved and attached an electronic copy of your submissions by clicking on the SAVE
and PROCEED button, the screen below should appear. This page can also be reached by repeating the LOGIN
step. This will take you to your entity’s eZ-Audit homepage. On the upper left hand side of the page, you will see
a section “Create Annual Submissions”. Click on the underlined text “Create FYE xx/xx/xxxx Annual Submission”,
and then click on the underlined text “Submit”. The screen below should appear:

FEDERAL
STUDENT AID

@ AURIIOME, o HELP.  MANAGE USERS | [0 AOGOVT,

» Entity Name: ABC University
| » OPEID: 12345678
J Compliance Audit . ‘@
3 Completeness Checklist i : —
3 By selecting "Submit to ED’, the information you have entered on these
Upload Attachmants pages will be sent to the Department of Education.
J Submit
I hereby certify that, to the best of my knowledge and belief, all
information in this submission is true and accurate.

If you do not have the Submit to Ed button, Submitter is not indicated as
one of your user roles. Please see the Manage Users Section of Help.

Confirm the information displayed is correct.

2. Read to understand and attest that you have met all requirements.
3. Click on the SUBMIT TO ED button to complete your Annual Submission process. This will then take you

to your entity’s homepage with a displayed confirmation of your submission. If you do not have the
SUBMIT TO ED button please verify that “submitter” is selected as a user role. See Manage Users for
details.

4. The following confirmation of receipt will be displayed on your home page.

Your Submission has been received by the Department of Education. You will be
contacted if additional information is needed after the submission has passed the
edit/completeness check.

NOTE You will have “read” access only once submitted.
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| Change in Fiscal Year End

Change in FY END Submission

This page can be reached by repeating the LOGIN step. This will take you to your Entity’s eZ-Audit homepage.
On the upper left-hand side of the page, you will see a section “Other Submissions”. Click on the underlined
text “Change Fiscal Year End Date”, and then click on the underlined text “Change in Fiscal Year End”. The
screen below should appear:

hg
FEDERAL
STUDENT AID

Change in Fiscal Year Ep Submission

s Transworld System Ine.

..........

Qur records indicals that the current fiscal year =

Transworld System Ine. is 05/31/2015.

Enter new fiscal year end: éé!_;ct_r_tﬂ_ﬁﬂ‘_‘_’ l

By clicking the "Submit to ED" button below, I certify that I am the individual
curréntly signed into this system on behalf of the éntity, and that I am authorized to
submit this information on behalf of the entity. I also certify that, to the best of my
knowledge and belief, all information in this document is true and correct. I
understand that if the entity provides false or misleading information, the U.S.
Department of Education may terminate the entity’'s eligibility to contract with any
institution to administer any aspect of an institution’s participation in any Title IV,
HEA program. I also understand that I may be subject to a fine or not more than
$25,000 or imprisonment of not more than five years, or both, for misinformation
that is material to réceipt and stewardship of federal student aid funds.

If you do not have the Submit to ED button below, the Submitter is not indicated as
one of your roles. Please see the Manage Users Section of Help.

SWEMITTOED.

Confirm the information displayed is correct.

This represents information on file with ED concerning current fiscal year.

Click on the dropdown list to change month as desired.

Click on the “SUBMIT TO ED” button to ensure that date change is captured by the eZ-Audit system. If
you do not have the “SUBMIT TO ED” button please verify that “submitter” is selected as a user role. See
Manage Users for details

PN E
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| Closeout Audit Submission

Closeout Audit Compliance Audit Information

To complete your Entity’s Closeout Audit submission, complete the LOGIN steps this will take you to your entity’s

eZ-Audit homepage. On the upper left hand side of the page, you will see a section “Other Submission”. Click on

the link Create Closeout Audit Submission”, and then click on the underlined text “Compliance Audit”. The screen

in the next page should appear:

FFLS R_A L
STUDENT AL

Somolancs Agdt » Entity Name: ABC University
4

Semcieteness Checkias * oPEID: 12345678
Unicad Astechmenty
St Al Falds are regu red
1. Indicate the Period Audited |/ dd vy ) :
Begen Date:
End Date:

2. Review Auditor Informatson:

Records Indicate your Current Auditor Is: 1224 :::::::::Q—o
YES NO
Is this information correct ?: “—o
—— ,

Enter Ausditor's TIN
{ Optscnal ) :
Ausditor s Marmwes;
Aiachtonr Fiarmm Madvees |
Addeess 1-:
Addiess 2 (Optsonal):

State (Optional):

Compntry=: Sedect 8 Country b
Phoree &«

Fax ® (Optscnal):

el Adds evn-:

—

3. Does this Compliance audit contain any findings related to the Federal
Famuly Education Loan Program (FFELD)7

ves ..o<—°

1. Confirm the information displayed is correct.
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arwn

o

8.

9.

Begin date is the beginning of the audit period.

End date is the end of the audit period.

This is the auditor on file with the Department of Education.

If the auditor’s information is correct, no action is required. If incorrect or this is a new auditor, please
select NO, and update with current information.

Please fill up all the mandatory fields. When Country is “United States” then TIN and State are required
field.

Does this Compliance audit report contain any findings related to the Federal Family Education Loan
Program (FEELP)?

IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries sine the last time you
saved your work.

Click the SAVE button to ensure all entries are successfully stored by the system for this page.

10. Click the SAVE and PROCEED button to go to the Closeout Audit Checklist page.
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Closeout Audit Submission Completeness Checklist
If you successfully entered or saved the information inputted on the Compliance Audit page by clicking on the SAVE
AND PROCEED button, the screen below should appear. This page can also be reached by repeating the LOGIN
step. This will take you to your Entity’s eZ-Audit homepage. On the upper left-hand side of the page, you will see a
section “Other Submissions”. Click on the underlined text “Closeout Audit Submission”, and then click on the
underlined text “Completeness Checklist”. The screen below should appear:

e — e A T T T T L

Complignge Audit n Entity Hame ABC University
S check] '+ OPEID: 12345678 4_.
Unlpad Aftachments

all fields are reguered,
1. Please ensure the following are included in your submission, if applicable—__

« Schedule of Expenditures of Federal Awards
- Corrective Action Plan
« Schedule of Findings & Questioned Costs

« Summary schedule of prior year audit findings

« Independent Auditor's Report an Compliance with Requirements applicable to Each
Major Proagram and Intermal Control Over Compliance in Accordance with OMB Circular A-13

« Uploaded document{s) must be in English

= Do not include Persenally [dentifiable Information (PIT)

2. Contact Information/Additional Notes

Hease let us know who to contact with gquesbions regarding this submission, —_—
President /CEQ Contact ]

Hafmg=:

Emgel=;

Phanes:

Firm and CPA Contact "'.
Firm Mamss

Euditor Hame+:

Ernails:
Phong-:

Enter any addibonal notes

@
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Confirm the information displayed is correct.

Ensure all applicable documents are included with your audit report submission.

Provide contact information (hame, email, phone) President/CEO Contact and Firm & CPA Contact
(FIRM Name, Auditor Name, Email, Phone) for who should be contacted regarding the submission
and/or additional notes as necessary.

o Please feel free to attach any additional document(s). If you do attach these additional documents,

please write a note in this field advising that you have attached additional information not required
in this process.

IMPORTANT WARNING: Click the CANCEL button to erase all entries.
Click the SAVE button to save all entries currently on screen.

Click the SAVE and PROCEED button to take you to the Upload Attachment page.
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Closeout Audit Submission Upload Attachments
If you successfully entered or saved the information inputted on the Completeness Checklist page by clicking on
the SAVE and PROCEED button, the screen below should appear. This page can also be reached by
repeating the LOGIN step. This will take you to your Entity’s eZ-Audit homepage. On the upper left hand side of
the page, you will see a section “Other Submissions”. Click on the underlined text “Closeout Audit Submission”,
and then click on the underlined text “Upload Attachments”. The screen in the next page should appear:

FELDERAL
STUDENT AID
e Closeout Audit Submission upLoap 1
zompliance Audit » Entity Mame: Transworld System I B
= lat Checklist « DPEID:75000100
Jpload Attachrnents
Fubmit As part of your Cleseout Audit Submission, you must include an elaectronic copy of yvour complete

compliance audit and corrective action plan (if applicable). Please use tha fields below to upload the
files that you wish to submit to the Department of Education. For each file you upload, use the
checkboxes to indicate whart is contained in the file. Plaase note. all files must be in .pdf formar.
Upload times may vary depending on connection speed, but upload times greater than 1 minute is
commen - please wait for page to refresh before continuing.

Uploaded document(s] must be in Englsh.

Do not incdlude Personally Identifiable Informacion (FII

File: | Choose File | Mo file chosen

Compliance Audit:
Corrective Action Plan:
Other:

1. Confirm the information displayed iscorrect.
2. Click on the Choose File button to search for document(s) to be attached. Then follow instructions on the
next page on searching and attaching document.
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Organize = Mew folder = -~ [N 9

Mame
# Quick access
~ A long time ago (2)

¢ Documents
4 Downloads @3 Delinquent Letter- (1)
Bictures i e Waiver Exemption Request (1)
- '\.
FSA - eZ-Audit + * Today (5)

8. Select Comect folder or directory
to | file.

Development B Servicer information

2019 Release 6.0 Weekly Status Report ¢ =2 COfrective Action Plan - Sample

g G
BB Desktop

m Compliance Audit - Sample
e Servicer Information

@ el-Audit Worksheet
Domestic Schools - Draft

FIQS - Updated

Foreign Schools - Draft
& OneDrive - Collabralink

@ OneDrive - Personal

b. Ensure the comect file .
. is displaved c. Click on the Open
8 This PC name is gisplaye button to attach ﬂTEfilE.

Wb MNetwork

. » .
File name: || v| All Files ~

3. Check all appropriate documents attached are in English and do not contain any Personally Identified

Information (PIl). To view what is included in PII please hover the mouse over the word PII.

(Please note: When uploading another document, please deselect the previous upload type and then reselect the
document type.)
4. After the document has been selected and the file type identified by checking the box, click the “ADD”

button to ensure that the document has been successfully attached to your submission.

5. IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries since the last time you saved
yourwork.

Click the SAVE button to save all entries currently on the screen.

Click the SAVE and PROCEED button to take you to the Lender-Closeout Audit Submission-submit page.

No

NOTE As part of your stub audit submission, you must include an electronic copy of your complete
audited compliance audit. Please note that all files must be in a non-editable .pdf format and NO

personal information should be contained in attachments such as Social Security Numbers.
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Closeout Audit Submission-Submit

If you successfully entered, saved and attached an electronic copy of your submission by clicking on the SAVE
and PROCEED button, the screen below should appear. This page can also be reached by repeating the LOGIN
step. This will take you to your entity’s eZ-Audit homepage. On the upper left hand side of the page, you will see a
section “Other Submissions”. Click on the underlined text “Closeout Audit Submission”, and then click on the
underlined text “Submit”. The screen below should appear:

F§ A 5 AUDIT

FEDERAL
STUDINT ALD

H Compliance Audit =» Entity Name: ABC University
H Complgsen hgsk * OPEID: 2345678

—_—

B Upload Amtachments
o i By selecting 'Submit to ED'. the information you have entered on these
R pages will be sent to the Department of Education.

I hereby certify that, to the best of my knowledge and belief, all
information in this submission is true and accurate,

1f you do not have the Submit to Ed button, Submitter is not indicated as
one of your user roles. Please see the Manage Users Section of Help.

1. Confirm the information displayed is correct.
Please read to understand and attest that you have met all requirements.
Click on the “SUBMIT TO ED” button to complete your Closeout Audit Submission process. If you do not
have the “SUBMIT TO ED” button please verify that “submitter” is selected as a user role. See Manage
Users for detalils.

4. The following confirmation of receipt will be displayed on your home page.

Your Submission has been received by the Department of Education. You will be
contacted if additional information is needed after the submission has passed the
edit/ completeness check.

You will have read access only once submitted.
NOTE
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Stub Audit Submission

Stub Audit Submission Compliance Audit Information

To complete your Entity’s Stub Audit submission, complete the LOGIN steps this will take you to your Entity’s eZ-
Audit homepage. On the upper left-hand side of the page, you will see a section “Other Submission”. Click on the
link Create_Stub Audit Submission”, and then click on the underlined text “Compliance Audit”. The screen in the
next page should appear:

FSA

FELDDERAL
%l’lll‘)lhl Al LY

»w Entity Name: ABC University

0 Comglance Ayds

a8 - " : i = OPEID: 1234568TA
B ycload assachmaenty =

n s I & Feics are regared

1. Indicate the Period Audited (mm/dd/ vy )

O
o o
@

Reason for Stub Audit;

2. Review Auditor Information:

Records Indicate your Current Auvditor Te: 1234 iiii:;l:.‘o
YES NO
Is this information correct?:
|

Enter Auditor’'s TIN —
{Dptional):
Auditor's Name-:
Auschitos Firm Marme-:
Address 1-:

Address 2 (Dptional):
City=1 >_°

State (Optional):
Country=: Select & Country v
Phone ®:;
Fax & [ Optsonal):
Ermail Address-: e

3. Does this Compliance audit contain any findings related to the Federal
Family Education Loan Program (FFELP)?

bSO
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1.

N

~

8.

9.

Confirm the information displayed is correct.

Begin date is the beginning of the audit period.

End date is the end of the audit period.

Provide a reason if your audit period is less than a year.

This is the auditor on file with the Department of Education.

If the auditor’s information is correct, no action is required. If incorrect or this is a new auditor, please
select NO, and update with current information.

Please fill up all the mandatory fields. When Country is “United States” then TIN and State are required
field.

Does this Compliance audit contain any findings related to the Federal Family Education Loan Program
(FEELP)?

IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries sine the last time you
saved your work.

10. Click the SAVE button to ensure all entries are successfully stored by the system for this page.
11. Click the SAVE and PROCEED button to go to the GA Servicer Stub Audit Checklist page.
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Stub Audit Submissions Completeness Checklist
If you successfully entered or saved the information inputted on the Compliance Audit page by clicking on the SAVE
AND PROCEED button, the screen below should appear. This page can also be reached by repeating the LOGIN
step. This will take you to your Entity’s eZ-Audit homepage. On the upper left hand side of the page, you will see a
section “Other Submissions”. Click on the underlined text “ Stub Audit Submission”, and then click on the underlined

text “Completeness Checklist . The screen below should appear:
I Domahgroy Royds ABC University

| Camoleseness Chaciliss OPEID: 12345678

| uglcad askachmenty

I= : - E5 Ty B oSt
1. Are the following iterme, i applicable, inclheded in the attachment of your Compliance
At

—

- Servicer Information Sheet

- Auditor Information Shest

- Sapmmary Schedule &

= Sasrrvmary Schedhulle B

- Sasrmrnary Schedule ©

- Corrective Action Flan

- Srhedule of Fundngs & Questionsd Costs

- Srhedule sddrescing peicr year !-'I-:Iinq:

- Explanastican of All Cimrent Year Audit Findings

Does the Independont Auditor's Report make referencs to the ssamenabicn of reguired
mansgerrent soserihoms?

- Dresttitwkionual Elgibility & Participatbion

- Reporting

= Shadent Ehgibelty

- Dizburzements

= Refunds Return of Tithe TV

- GAPS B Cash Management

- Parkons Losn

- Addrmersstrative Capabiliy

- Uplosded docwumsent{s) mast be Erl-lglanh

- e ot inclods Permscnally Tdentiialle Informmetions (PIT)

2. Contact Information /fAdditional NMotes
FREREE BT wE Chowe Wi B COMTLRTT N SUEEE-DTE MRty TRl SubeTieRgleet

President /\CEQ Contact ]

Pamerrapes
Eminil-

L

Firnn s CEVA Covent et >—o
e P

Rigsimar M=

Eraill=

e —

Lrser v asditenal rotes

(G V—
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Confirm the information displayed is correct.

2. Ensure all applicable documents are included with your audit report submission. Check all appropriate
documents attached are in English and do not contain any Personally Identified Information (Pll). To
view what is included in PIl please hover the mouse over the work PII.

3. Provide contact information (name, email, phone) President/CEO Contact and Firm & CPA Contact
(FIRM Name, Auditor Name, Email, Phone) for who should be contacted regarding the submission
and/or additional notes as necessary.

o Please feel free to attach any additional document(s). If you do attach these additional documents,
please write a note in this field advising that you have attached additional information not required
in this process.

4. IMPORTANT WARNING: Click the CANCEL button to erase all entries.
5. Click the SAVE button to save all entries currently on screen.

Click the SAVE and PROCEED button to take you to the Upload Attachment page.

AUGUST 2020 52



PROUD SPONSOR of
the AMERICAN MIND ™

FederalStudent Aid

Am OFFICE of the US. DEPARTMENT of EDUCATION

Step-by-Step Guide to Using eZ-Audit for GA Servicer

Stub Audit Submissions Upload Attachments
If you successfully entered or saved the information inputted on the Completeness Checklist page by
clicking on the SAVE and PROCEED button, the screen below should appear. This page can also be
reached by repeating the LOGIN step. This will take you to your entity’s eZ-Audit homepage. On the
upper left hand side of the page, you will see a section “Other Submissions”. Click on the underlined text
“Stub Audit Submission”, and then click on the underlined text “Upload Attachments”. The screen in the
next page should appear:

F EDERAL
STUDENT AILD

[1] Camglianu Augit = Entity Name: ARcC Universit
H Completeness Checidist « OPEID: 12344!5679
B Uplsad Astachmants

B Submis

File: | Choose Fil No file chosen

Compliance Audit:
Corrective Action Plan:
Other:

R
@ 2 o

1. Confirm the information displayed iscorrect.
2. Click on the Choose File button to search for document(s) to be attached. Then follow instructions

on the next page on searching and attaching document.
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Organize - Mew folder == i | 9

Mame

o Quick access
~ A long time ago (2

= Documents ng tr go (2)

& Downloads @ Delinquent Letter- (1)

B Pictures m Waiver Exemption Request (1)

FSA - eZ-Audit +  Today (5)
" e S . - ti a. Select Comect folder or directory
Development erwcer- n amﬁ" ren to locate the file.
2019 Release 6.0 Weekly Status Report # =2 COffective Action Plan - S"'“i'“/
Compliance Audit - Sample
- G\

jros ]
3 Servicer Information
[ =r ]

BB Desktop eZ-Audit Worksheet

Domestic Schools - Draft
FIOS - Updated
Foreign Schools - Draft

@ OneDrive - Collabralink

@ OneDrive - Personal

b. Ensure the comect file .
X s disnlayved c. Click on the Open
= This PC name s gsplaye button to attach the file.

W Metwork
>

File name: || A ~| | AllFiles -

3. Check all appropriate documents attached are in English and do not contain any Personally Identified

Information (PII). To view what is included in PIl please hover the mouse over the work PII.

(Please note: When uploading another document, please deselect the previous upload type and then
reselect the document type.)
4. After the document has been selected and the file type identified by checking the box, click the

“ADD” button to ensure that the document has been successfully attached to your submission.

5. IMPORTANT WARNING: Click the CANCEL button to erase/delete all entries since the last time you saved
yourwork.

6. Click the SAVE button to save all entries currently on the screen.

7. Click the SAVE and PROCEED button to take you to the Lender-Stub Audit Submission-submitpage.

NOTE As part of your stub audit submission, you must include an electronic copy of your
complete audited compliance audit. Please note that all files must be in a non-editable .pdf

format and NO personal information should be contained in attachments such as Social
Security Numbers.
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Stub Audit Submission-Submit

If you successfully entered, saved and attached an electronic copy of your submission by clicking on the
SAVE and PROCEED button, the screen below should appear. This page can also be reached by
repeating the LOGIN step. This will take you to your entity’s eZ-Audit homepage. On the upper left-hand
side of the page, you will see a section “Other Submissions”. Click on the underlined text “Stub Audit
Submission”, and then click on the underlined text “Submit”. The screen below should appear:

FEDERAL
STUDINT AID

s, | LUD AUGIL SUDIMISS)
B Compliance Audit » Entity Name: ABC University
E I ] E.h ”‘ ! o OPEID"’HEHHTB o
B UYgloag Amachments
8 Submit By selecting "Submit to ED’, the information you have entered on these ™
pages will be sent to the Department of Education.
I hereby certify that. to the best of my knowledge and belief, all
information in this submission is true and accurate.
If you do not have the Submit to Ed button, Submitter is not indicated as
one of your user roles. Please see the Manage Users Section of Help.

~©
Confirm the information displayed is correct.

Please read to understand and attest that you have met all requirements.
Click on the “SUBMIT TO ED” button to complete your Stub Audit Submission process. If you do
not have the “SUBMIT TO ED” button please verify that “submitter” is selected as a user role.
See Manage Users for details.

4. The following confirmation of receipt will be displayed on your home page.

Your Submission has been received by the Department of Education. You will be
contacted if additional information is needed after the submission has passed the

edit/completeness check.

NOTE You will have read access only once submitted.
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Exemption Request

Create Exemption Request

This page can be reached by repeating the LOGIN step. This will take you to your entity’s eZ-Audit homepage.
On the upper left-hand side of the page, you will see a section “Other Submissions”. Click on the underlined
text “Other Submissions”, and then click on the underlined text “Create Exemption Request”. The screen in the
next page should appear:

FSA

FEDERAL
STUDIENT AID

Create Exemption Request

w» ABC University
* OPEID: 12345678 W—0

Flagss uze he fislds Below to wplosd your Waiver/Exeamplion Request imlz
all Tles st be in pdl fo Orce all fike{s) have beer uploaded
Camenl” will return you o your home page withaut saving ar submatting y

o—ti‘ Choosa File | e chosen |
o ADD ‘,o

Walver/Exemplion Requested —
for PyEs; (= Delect FYE — ¥

By clicking the “Submit to ED" button below, I certify that I am
the individual eurrently signed into this system on behalf of the
entity, and that I am authorizéd to submit this information on
behalf of the entity. I also certify that, to the best of my
knowledge and beliel, all information i this document ia true and
correck, I undérstand that if the entity provides false or
misleading information, the U.S. Department of Education may
terminate the entity’s eligibility to contract with any institution to
administer any aspect of an institution’s participation in any Titie
IV, HEA program, 1 slso understand that [ may be subject to a fine
or not more than 525,000 or imprisonment of not more than five
years, or both, for misinformation that is material to receipt and
stewardship of federal atudent s+d funda

By clicking the “Submit to ED" button below, 1 certify that 1 am
not in default on & federsl student oan or that T have made
satisfactory arrangement to repay it

If youw do not have the “"Submit To ED™ bultton below, the
Submi not indicsted a3 one of your roles. Plea the
Manag Section of Help

—EANCEL,  SUEMITOLD.
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1. Confirm the information displayed is correct.
2. Click on the Choose File button to search for document to be attached. The screen below shouldappear:

« M 4+ 5 ThisPC » Downloads v 0 ==« [N 9

Mame
7 Quick access
~ Today (5)

s Onelrive - Collabral ) )
m Servicer Information

@ Onelrive - Personal B Servicer information

m ef-Audit Workshest 8. Select Comect folder or directory
A This PC to locate the file.

m Corrective Action Plan - Sample
W Metwork m@ Compliance Audit - 5ample /

~ Along time ago (2)

@ Waiver Exemnption Request (1)
@ Delingquent Letter- (1)

b. Ensure the comect file

c. Click on the Open
name is displayed P

button to attach the file.

File name: || | AlFiles v

3. After the document has been attached and the file type identified by checking the box, click the “ADD” button
to ensure that the document has been successfully attached to your submission. The screen will then change
to the screen in the next page:
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STUDENT AID

Create Exemptlion Request
=  ABC University
" OPEID: 12345678

at. | o= all fie{s) have Beer up
yo U sage wifoul savirg x
n Fite*: | Choose File | ¥ file chosen
Waiver/Exemplion Requested .. v
for FYEs; | SSIGCLEYVE

iampie. pgf Reguest document CBLLLEL.

By clicking the ~“Submit to ED"” button below; I certify that I am
the individual currently signed into this system on behalf of the
entity, and that 1 am suthorized o submit thia information on
behalf of the entity. I also certify that, to the best of my
knowledge and belief, all information in this document is true and
correct. 1 understand that if the entity provides false or
misleading information, the U.5. Department of Education may
terminate the entity™s eligibility bo contract with any institution to
adminiater any sapect of an institution’s participabion in any Title
IV, HEA program. I alse understand that I may be subject to a fine
or not more than $25,000 or imprisonment of not more than five
years, or both, for misinformation that is msterial bo receipt and
stewardahip of federal student ssd funds

By clicking the ~“Submit to ED" button below, I certify that 1 am
not in defauit on & federal student loan or that 1 have made
satisfactory arrangement to repay it.

If you do not have the "Submit To ED” button below, the
Submitter is not indicated as one of your roles. Please see the
Manage Users Section of Help

O i@

4. Select the Fiscal Year End date from the drop-down for which you are requesting anexemption.

5. Click the CANCEL button to erase all entries.

6. Click the “SUBMIT TO ED” button to submit your Waiver Exemption Request. If you do not have the “SUBMIT
TO ED” button please verify that “submitter” is selected as a user role. See Manage Users for details. This will
then take you to your entity’s homepage with a displayed confirmation of your transaction
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~ Additional Information "

Additional Information Submission

This page can be reached by repeating the LOGIN step. This will take you to your Entity’s eZ-Audit
homepage. On the upper left hand side of the page, you will see a section “Other Submissions”. Click on the
underlined text “Other Submissions”, and then click on the underlined text “Submit Additional Information”. The

screen below should appear:

FSA

FEDERAL

Additiona formation Submissior
ABC University
OPEID: 12345678 -—
To submil additional mformalion, you must select a submission from the drop-down Box beiow [0 sssociale & nith. Plesse use

the additionsl Meids 2 yplcad the Niles that you wish Lo submst to the Dep E of Egucalion. Flgsse note, ol Nies mual be =
paf format

Submission to Associate With*: [— Selact s Submizssion - ¥

oFV Choose File  No file chosen 0'“

1. Confirm the information displayed is correct.

2. Select submission to associate the additional information with. If the submission was not submitted via
eZ-Audit it will not be listed. If the review is completed you cannot submit additional information. Please
check your Entity Homepage Notification section the status of your submission.

3. Click on the Choose File button to search for document to be attached. The screen below shouldappear:
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« “ 4 % s ThisPC s Downloads v | 0 =~ [ @

Mame
7 Quick access
~ Today (5)

s OneDrive - Collabral ) .
@™ Servicer Information

@ OneDrive - Personal 0| Servicer information

m eZ-Audit Worksheet a. Select Comect folder or directory
W This PC to locate the file.

m Corrective Action Plan - Sample
W MNetwork m Compliance Audit - Sample /

~ Along time ago (2)

m Waiver Exemption Request (1)
@@ Delinquent Letter- (1)

b. Ensure the comect file

Click on the O
name is displayed & Alex an e wpen

button to attach the file.

File name: || ~| | AllFiles ~

1. After the document has been attached and the file type identified by checking the box, click the “ADD” button to
ensure that the document has been successfully attached to your compliance audit submission.

NOTE To submit additional information the submission must still be under FSA review.
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. Letters/Notifications

. Notifications

At any time, you will be able to view your Entity’s review status by viewing the notification section of your homepage.
This can be reached by repeating the step LOGIN. This will bring you to your Entity’s eZ-Audit homepage and the

screen below should appear:

FSA

FEDERAL

STUDENT AID

OTHER LINKS

* Deot. of Education
* Schools Portal

Home Page
w Entity Namae: ABC University

« OPEID: 12343678 !\0

B AL —

* Your Fiscal Year End 04/30/2020 Annual
Submassion 15 due on 1/31/2021.

* Your FYE 02/28/2019 Annual Submissicn
submitted on 04/10/2020 16:44:48 has been
reviewed and 15 complete.

Comphance Audit: The comphance audt contains
findings. Chck hare to view the Fingl Audit
IRAtLON T

* Your Change in FY End Submession submitted on
04/08/2020 09:34:16 has been approved.

* Your Change in FY End Submission submitted on
04/04/2020 05:49:09 has been approved.

1. This should read the name of your Entity and OPEID number. Confirm that this is correct.
2. This is the Notification section. Most recent Entity’s submission status and other notifications will be

displayed.

AUGUST 2020

NOTE Users should periodically check the Entity Home Page for an up to date status of their
Submissions.
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~ Resubmission/Incomplete Letter

If your submission has been deemed incomplete you will be required to Resubmit. An email will be sent to the
person(s) as listed on the Checklists page in Contacts informing them that the submission has been deemed
incomplete.

Resubmissions should be submitted 7 calendar days from receipt of email.

To resubmit you must first view your Incomplete letter posted to the Notifications section of your Entity Home
Page.
To begin your resubmission, follow steps below.

1. Login to eZ-Audit. This will take you to your Entity's Home Page. The screen below should appear.
Verify the name on your Entity and OPEID.

FSA

lII\l‘FIAl

STUDENT AID

» ABC University OPEID: 12345678
- [ 3, 1
Arnm bm m
- AL —
* Your Fiscal Year End 03/31/2019 Annua
¥ 3 s Em
Lhanga F - Submission is overdue
* Craate Exemasion Request * Your Fiscal Year End 03/31/2020 Annua
Sub~iiien Submission i3 due on 11/30/2020
*Your FYE 05/31/2019 Annual Submizsion
& Cranr i Aide - .1

suom "1-:: 06/03/2020 13:21:38 i3 ingomplete

TL war o
Incomp te Letter must E viewed before

Resubmission
® Your Stub Audit Submission submitted on
BALY PN LR D 057/13/2020 09:36:46 has been recelved. Review
of your submission has not yet sared.

® Your Change in FY End Submigsion submitted on
04/27/2020 06:52:16 has been approves
ADMINISTRATION

* Uadace My User Profig
OTHER LINKS
* Degt. of Education
2. Click link to view Incomplete Letter. Incomplete letter will provide information regarding the reason(s)
your submission was deemed incomplete. Letter will open in separate window.
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UNITED STATES DEPARTMENT OF EDUCATION
Fecersl Student &id
Program Compliance

06/0L/2020 12:19:11
OFE ID: 12345678

ABC University
Egyetem ul
Pilisceaba, |

Deear ,

The Department of Education [Department) received your Annual Submission for the fiscal year anded 06/320,/2019 on 05,/01/2020
12:08:55. The Department determined that “BrndopitenecnOocmix University's submission is incomplete or in error for the
'Fullcrn:ing resson(s):

Compliance Audit

» - Compliance Audit is not viewable.
o = Corrective Action Plan is not viewable.

Flﬁii resubmit the curnpllinci audit aoaieOBOSOCEDETIROMNN ithin 7 calendar days via eZ-Audit at http://www. ezaudit.ed.gov/.

University is advised that until an acceptable compliance audit is received, the institution is not in
compliance with the audit submission requirements set forth at 34 C.F.R. § 668.23. If the Dapartment does not raceive an acceptable
compliance audit. Bdondnoimechiodoaix University will be liable for all unaudited funds for the audit period, In addition, failure to
submit an acceptable compliance awdit may result in the Department initiating adverse action against the institution, induding
terminating or revoking the institution's program participation agreement. or, if the institution has an application pending for renewal
of its certification, denial of that application. Further, failure to timaly submit an acceptable compliance audit may cause the
Departrnent to determine that the institution is in violation of past performance provisions set forth at 34 C.F.R. § 668.174(a)(3),
resulting in, among other things, provisional certification, the posting of a letter of credit (not applicable to public institutions), and
placement on a heightened @sh menitering payment methed,

If you have any guestions regarding the compliance issue(s) addressad in this letter or the resubmission of your Annual, pleass
contact the eZ-Audit Help Desk at (877) 263-0780 betwesan the hours of Sam and Spm EST. When prompted, choose option 2 for
incomplets leter,

Youwr immediate attention to this matter is greatly appreciated.

Sinceraly,
U.S. Department of Education

Federsl Student Aid
Program Compliance

1. Return to your home page by clicking back to the eZ- Audit Web site.
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F' A.
FEDERAL
STUDENT AID

Home F“(‘]BQ
» Entity Name: ABC University
» OPEID: 12345678

RO T ITTCAT ION G e—
* Change Fiscal Year End Date . ;n:r F_is-;al Yeadr End 04.1'31&1;22350 Annual
W ubmission is due on 1/31/ 1.
* Create Exemption Request * Your FYE 04/30/2020 Annual Submission
Submission submitted on 06/05/2020 09:20:37 is incomplete.
* Create Closeout Audit Submission Click here to view the Incomplete Letter
X : 2o The Incomplete Letter must be viewed before
me Resubmission
= Sybmit Additional Information * Your FYE 04/30/2019 Annual Submission
submitted on 05/21/2020 11:59:09 has been
WYIEW HISTORICAL SUBMISSIONS ) received. Review of your submission has not yet
started.

2. Click the Resubmit link from left navigation area.
3. Correct submission as directed in Incomplete Letter. Portions of submission deemed complete will be
read-only.
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| Delinquent Letter

If your submission is not received by its due date, a system generated Delinquent Email will be sent. The email will
indicate that a Delinquent Letter has been posted to the Notifications section of your Entity’'s Home Page. Once the
Delinquent Email is received, you will be directed to logon onto eZ-Audit to view the Delinquent Letter.

F |

E
STUDEN"

LRI LELERLERITL DIRTERIE m&

F ED R AL
5 T AlD
Home Page
Jbliﬂﬂlﬂﬂﬂ‘ﬂliﬂﬂﬂlﬂhﬂiﬂl_, s Entity Name: Usiversity of XYE
= 8 Anmsal « OPEID: 12345678
_I ¥
* Change Fiscal Year End Date
» O, T yest : Muum___
Semsen " Sobssion it oerdue: 1201 Anrus
o Chck here (0 view the Delinguent Letter
* Create Closeout Audit Submission The Delinguent Letter will be viewable unlll‘@
* Create Stub Audit Submission A4 Araand

= Your Fiscal Year Er
SUubrmiESion i overdus
Chck Lk I I r
The Delinguent Letter vaill be vievwable until
the submission s complete

= Submit Additional Information

ADMINISTRATION

* Update My User Profile
= \iew Institution Profile

OTHER LINKS

= Dept. of Education
= Schools Portal

1. Click link to view Delinquent Letter. Delinquent letter will provide information regarding whichannual
submission is overdue. Letter will open in separate window.
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UNNITED STATES DEPARTMENT OF EDUCATION
Federal Student Aid - School Channel
Schoal Eligibility Channel
eZ-audit

Date: 1031 /2004
OPE ID: 778689900
TIN: 000000070

Or Proprietary
Proprietary School
1234 Proprietary Lane
Proprietary, D, 12345

Dear President:

Pursuant to 34 CFR 6565.23 of the Student Assistance Seneral Prowvisions regulations, an
institution participating in any Title IV, HEA program must submit annually to the Secretary,
its compliance audit and audited financial staterments no later than six months after the last
davy of the institution’s fiscal year.

Your institution's materially complete and acceptable audit and for financial
statements for the fiscal year ended 10312004 have not been received by the
submission deadline date of 10/31 72004,

If wou hawe subrmitted compliance audit and financial statements which were deemed
unacceptable and returned to the institution, the subriission deadline continues to apply until
acceptable audit reports are resubmitted to the Department. Please resubmit the
audit/financial statermments for the fiscal year ended 10312004 within 10 days of the receipt
of this letter wia eZ-aAudit at www.ezaudit.ed.gaw.

If we do not receive the required submission within 10 days of yvour receipt of this letter,
wour institution may be subject to assessment of liabilities for all unaudited funds for the
audit period and other appropriate action noted under 34 CFR 668, Subpart S, If vou have
already submitted your compliance audit and financial staterments for the fiscal year ending
10/31/2004, please contact the eZ-Audit Help Desk at 1-877-263-0730.

Thank you in advance for your cooperation.
Sincerely
Ti Baker

eZ-Audit Operations Manager
Integrated Partner Management Division

2. Close or minimize the browser to return to your home page.

3. Click on the Create Annual Submission link to submit your annual submission.
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Reminder Email

A Reminder email will be sent 60 and/or 30 days prior the submission due date. The Reminder Email will be sent to the eZ-
Audit Entity Administrator to remind them that the Compliance Audit due date is approaching.
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	Closeout Audit Compliance Audit Information
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